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Tips: 
 
 

   
 

  
 

  to display the Menu 
 

  set the Auto Complete and Menu sort order 
 

  reset password, add alternate user id, e-mail address 
 

  
 

      on the Layout Page 
 

 % sign is a wild card in PeopleSoft. 
 

 Clear Cache – Tools > Internet Options > Delete > OK 
 

 Always  from PeopleSoft (upper right corner).  Try not to use the 

. 
 

 P-Cards – purchases can be made with the Department‟s P-Cards for up to 
$1,500 per transaction with a limit of $10,000 per month. 

 
 Contracts Module does not communicate with Commitment Control. 
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New Features: 
 

 New Page Layout 
 

 Zoom  click Return to go back 
 

 Buyer/Administrator 
 

 Versions 
 

 Renewal Date 
 
 Setup Contract by Categories 
 
 Auto Default 
 
 View Changes 
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Step 1 - Look up a Vendor: 
 

 
 
Enter the Vendor ID on this page 
 

Click  
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A vendor must have Approved Status to do business with the City. 
 
View other Tabs for more information. 
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Step 2 – Create a Contract: 
 
Major steps in creating a contract are: 
 

 Select the Contract Type 
 

 Enter general information 
 

 Select Contract Purpose 
 

 Select Contracting Business Unit and Owning Business Unit 
 

 Approve and save contract 
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Select Contract Type: 
 
To create a contract, navigate to: 
 
Procurement Contracts > Add/Update Contracts 
 

 
 
Note:  Contract link is called Procurement Contracts and is outside of the 
Purchasing Link 
 

SetID – ALL contracts must be entered under SetID ‘SHARE’. 
 
Contract ID – User can either SKIP THIS FIELD. (The system will assign the 
next Contract number automatically when the contract is saved).  Or users can 
enter their own department contract numbers. 
 
Contract Type – Select “General Contract”.  This is the default option.  Other 
options can be selected.  Almost 90% are General Contracts. 
 

Click  
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To look up an existing contract, select  and go to the “Contract 
ID” field and enter the contract number and click search. 
 
Navigation:  Procurement Contracts > Add/Update Contracts 
 

Click the  tab 
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Short Vendor Name – You can enter the contract ID or alternatively, enter the 

short vendor name or look up  the name. 
 
PeopleSoft applications also support wildcard (%) character to help you search 
for data in character fields. You can use the wildcard to track down the exact 
information that you need.  A wild Card which is a % sign can be used if a 
specific name or number is not known. 
 
For example, if you enter WSD%, as the Contract ID, the system returns a list of 
Contract IDs that begin with WSD followed by #s or letters. 
 

Do not select the  field unless you are changing the contract. 
 
Click .  A list of contracts will come up. Select the contract you want to 
update. 
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Step 3 – Enter General Information: 
 

 
 

To create a new Contract, the contract page will navigate to the  tab 
 
Contract ID can be entered or assigned by the System  
 
Contract Process Option will default to General Contract.  90% of the Contracts 
in the System are General Contracts 
 

Click  
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The new Contract Page looks different.  There are no multiple Tabs as in 8.9 

However, There are new features including; ,  and 

.  There is a  Link visible, when a change is made 
to a contract. 
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You can navigate to the  link from the  Link as 
well. 
 

The KCM Contract Data  Link is now on the Header Page.  Click this  
 

Link to add the ,  and the  
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The description of the Contract page is divided into sections that describe 
contract header and contract line fields along with links to other contract 
features. Sections that are available for use on this page are: 

 Basic information about the contract. 

 Contract version when version control has been implemented. 

 Header information. 

 Amount summaries. 

 Order contract options. 

 Voucher contract options. 

 Contract items. 

 Contract categories. 

 
Process Option - The process option displays that you selected before you 
entered the Contract page. 
 
Administrator/Buyer - Select a user who can serve as the contract 
administrator or as the buyer for this contract. These terms are used differently 
for PeopleSoft Purchasing contracts (buyer) and Supplier Contract Management 
contracts (contract administrator).  
 
Contract Version - Use this section to manage and review versions of a 
contract. Contract versions enable you to create and maintain multiple versions 
of the contract in the system. Versions facilitate viewing information in older 
contract versions. You can modify a forward-looking version (Draft version) of 
the contract while keeping the Current version active and available for 
transactions in the system. 
 

Vendor / Vendor ID – Select the short vendor name or Vendor ID.  Lookup  
can also be used to select the vendor. Verify that the correct / vendor is selected 
at the proper location.  Only valid vendors will be available to select. 
 
Status – The contract status will automatically default to Open. Available 
statuses are: 
 

 Open – Indicates the initial status of the contract - not yet 
approved. A contract must be in an Open status in order to 
make changes to it. 
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 Approved - Only contracts with an approved status can be 
released. 

 On Hold - Identifies the contract as being on hold - not 
eligible for releases. 

 Closed - Indicates the completion of the term of the 
contract - no longer eligible for releases. 

 Canceled – Identifies the contract as being canceled. 

 

Primary Contact – Use lookup  to select the vendor‟s contact person, if one 
has been set up in the vendor file.  Select the vendor contact for the contract. 
 
Description – Enter a brief description for the contract. 
 
Master Contract ID – LEAVE BLANK. 
 
Maximum Amount – Enter a value to specify a total amount that this contract 
should not exceed. The total released amount of all lines plus the amount 
released for open items must not exceed this amount. This value is expressed in 
the contract header currency. 
 
Total Line Released Amount - Displays the total released amount of the 
contract. This is the open item plus the total of the line amounts. This amount is 
updated during the PO Calculations process, online purchase order creation, and 
the PeopleSoft Payables Batch Voucher process when the contract is referenced. 
This amount is expressed in the contract header currency. 
 
Open Item Amount Released - Displays the amount that is released for open 
items in an open item contract. This information appears only if the contract is 
referenced on a purchase order using open item referencing. You do not need to 
reference an open item contract. The system can do it for you during the PO 
Calculations process. This amount is updated during the PO Calculations process 
or online purchase order creation. This amount is expressed in the contract 
header currency. 
 
Total Released Amount - The current total amount of all releases for the 
contract.  This field appears only in Update mode. 
 
Vendor Ref – LEAVE BLANK. 
 

Tax Exempt – It can be left blank or add a Check  to the box. Tax exempt ID 
is required, if the box is checked. 
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Begin Date – Defaults to the current date. This can be changed if the contract 
will begin at a later date. 
 
Expire Date – Enter the expiration date for the contract. 
 

Renewal Date - Enter a contract renewal date. This is an optional field that 
indicates when a contract is up for renewal. If you enter a renewal date, it 
should be later than the current date, and if a contract expiration date exists, 
then the renewal date should be before or equal to the expiration date. 
 
The system can notify you if you want to be warned when the renewal date 
approaches. You use the Thresholds & Notifications link to set up this 
notification. 
 
New Version - Click to create a new Draft version of a contract. The New 
Version button is available only when the Current version is in an Approved 
status and a Draft version does not exist. If you click the New Version button, 
the system enables you to either save your changes and continue, or cancel and 
go back to the Current version. When you create a new Draft version, the system 
creates change transactions that show the new version as a change transaction 
to the old version. In other words, the change is recorded using the prior version 
as a change, not the new version. 
 
Delete Version - Click to delete the Draft version. The Delete button is 
available only when you are viewing a Draft version. When you select to delete 
the version, the system displays a message to verify that you want to delete the 
version and provides you the option to proceed or cancel. During the deletion 
process, the system removes the Draft version and returns to the Current 
version. 
 
Approval Due Date - Enter the date on which this contract version should be 
approved. This field is available when the contract status is Open and the version 
has never been approved. When you approve a contract, the system updates the 
field with the approval date and displays the Approved Date field. You can set up 
workflow notifications for approvals to remind approvers when this date 
approaches. 
 
Approved Date - Displays when the contract version was approved. For 
upgraded contracts, the date is set to the contract begin date. 
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Order Contract Options 
 
Allow Multicurrency PO – Defaults with a check.  Remove the check mark.  
City does not use multi-currencies for transactions. 
 
Corporate Contract – Default with a check to make this contract apply to all 
business units within the specified setID. If you do not select this option, you 
must enter a list of valid business units for this contract on the PO Defaults page. 
 
Allows Open Item Reference – Box must be checked.  Whether you are 
defining an open or fixed item contract, this option enables you to reference this 
contract for any Purchase Order item ordered from this vendor within the terms 
and limits of this contract.  
 
Rate Date – Use the default. 
 
Adjust Vndr Pricing First – Leave blank. 
 
Price Can Be Changed on Order – Leave blank. 
 
Auto Default - Select to make this contract available to automatically supply a 
purchasing requisition and purchase order transaction. This check box is selected 
by default, if you deselect the check box, requesters and buyers must manually 
select the contract on transactions, rather than have the system find them 
automatically. 
 
In addition, the business unit setup must enable automatically supplying a 
contract to a requisition, purchase order, or both. Select the Default Contract on 
Requisition and Default Contract on PO check boxes to enable the automatic 
default. The system searches for and ensures that the current, approved contract 
is selected for use with the transaction. 
 
The contract process option must be purchase order, general, or release-to-
single PO only and the vendor on the contract must match the vendor on the 
transaction. 
 
Dispatch Method – Defaults to Print.  
 
Setting Up Contract Categories - When you link a category or a group of 
categories to a contract, requisitions and purchase orders can reference the 
contract with any items within those categories 
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Vendor Information: 

 

 
 
Type in the “Short Name” for the vendor 
 

Click  
 
A list of all of the “Short Name” vendors will appear.  Scroll down until you see 
the vendor you.  In the above example, two Vendors are displayed.  One of the 
Vendor has three addresses so it is listed three times. 
 

Add a check mark and click . 
 
You can click the  and  links to verify information. 
 

The  link will provide the vendor status information, so you do not 
have to navigate to the Vendor Module on the Menu 
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Step 4– KC Contract Data: 
 

 
 
Contract Purpose – There are 22 different contract purposes that you can choose 
from.  This is a mandatory field so you must select an option.  
 
The following fields can be populated, but are not mandatory: 
Contracting Business Unit – this is the department that will manage the 
project.  
 
Owning Business Unit – this is the department that has the money for the 
project.   
 
Project – enter the Project ID for the contract. 
 
City Project Manager - enter who will manage the project.  
 
Phone – Enter phone number for the Project Manager 
 
Additional Information - this will allow you to enter more information if 
needed.  
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Step 5 –Approve the Contract and Save: 
 
Change the Status on the Header from Open to Approved. 
 

 
 

Click   
 

NOTE: Once the contract is in „Approved‟ status, the fields are not available for 
editing. 
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Step 6 –Create a New Version: 
 

 

 
 
Click  to create a new version of the Contract 
 
The above message will be displayed 
 
Click  
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The Contract Status becomes  
 

Version # changes to  
 

Option to  the Version is available.  If you click , the 
Contract restores the last version status. 
 
Version Status is  
 

The  is blank 
 
I added the Category to the:  

 
 
Clicked  
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The new version requires a new Purpose for the Contract in the  link 
 
Added a new Purpose 
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Changed the Status to Approved 
 
The above message is displayed that the Draft Version becomes the Current 
Version 
 

Click  
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The Version Status becomes  
 

The  date is the current date 
 

On the  Tab, the new version value is displayed 
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Step 7 –View Changes: 
 
 

 
 
The  link is available after a Contract is changed.  A new version is 
not required to view the changes. 
 
Click  
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The above screen will open.  You can navigate to this screen from the following  
 

as well:   
 

Review the , , , ,  and the  for the 
Contract. 
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Click the  to look up changes at the Line level 
 

Click  
 

Click the  to look up Contract Category changes. 
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Dispatch Contracts: 
 

 
 
Contracts can be dispatched via Print or e-mail.  Above is an example of a 
Contract dispatched via e-mail. 
 
You need a valid e-mail address in the Vendor Contact file. 
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Print a PDF copy of the Contract 
 
 


